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MSCRAHDUM FOR; I^puty Director for Manageia«wttt and Services 

SUBJBCT : Ilon«taa<terd Work Schedules - DD/B&T Duty Office 

RBSEREKCE ; a. limao for Sx Dir-Coo^ fTosi B/Wustm dtd 21 Dec 71 i 

Bhbjeot: Honttaadiurd Work S«t»dule 


h. 


Hours of Work 


The attached wriest flfom the W/mT to 
eatttJlish a aoustttdard workireek la toansMtted to you for your 
a:ppr0ral. 


Basic Data o r Background ; 

a« Ifea ISi/BiS! daairaa to eatabllah a 24«tour watch lii 

with tha CIA ^eratlooa Center to Bonlt(a* aotivitieB 
«r latareat to the Directorate. The Initial scMsCLeiacnt will 
^naiat of four offiearc - two (S-l4^a> one as-13, and one 
<«-«. ^leae offic^a will work a Bonml 3-day» 12-hoar ahlft 
wh jiua an 8-hour Sunday ahlft avwy othar we^. 

Ka# will e<]jial out to 80 houra per nan par pay period. See 
att«l»d. (Attachnent A) The relief ahifts 
^-Shifta) ahown la Attachment A will he manned by employees 
rtP the yarioua Directorate compcsienta on a volunte^ haala. 

workweek far the volunteera will not exceed 4o hours, 
titeis P^c pr^oili;u2i pay vilj 

he witherlsed for the Sunday tour of duty. «“ 

M permit the Directorate, for the 

fwt t^, to have adec:uate repreaoatation in the ciA Ooeratloni 
Oeaw for the monitoring and dlaaemlnation of all-eource 
traffic of interast to the Directorate* It will further ensure 
^ater coordination of actlvltiea with the IMBAC Oparatloes 

c. The folloMiag guldelinea will gormra leave and pay 
^cunti^ under the schedule. Kisy are in eecordance with 
10 aiad 11 of the refereaat amooraiidums 

(1) Skq?lo3?eea at the GSB-ll and below level 
W0U24 be paid overtime for work la exeeaa of 8o hours 
M e two-^eek, w-hew pay peariode 


Approved For Release 2002/05/07 : CIA-RDP83-01004R00 Q2Q0050002- 6 


r, 


E-A.IMPDET Cl, 


O.L 



%>r 


% 


Approved For Release 2002/05/07 f 




'83-01 004R00020a050002-6 


(e) Employees GS-12 througii G8-l4 may receive 
ov«?tlins payments <br directed, overtime ^rorked In 
e»^88 of 96 hours in a two-week, 80-hoar pay period. 

( 3 ) toployees entitled to Sunday, holiday, or 
niifht differential pay wcwld receive mxh pay, when 
appropriate, tor hours worked not in excess of 12 
within a regularly scheduled workday. 

(4) Anmal aM si^ leave will he charged 
aecordl^ to leave taken against the a^^loyee's 
establiahed work schedule. 

( 5 ) Otherwise the provisloMi of HR 20-29 wcHilf 
reHsais uncl^nged and would pertain to the irregular 
W 0 rk sediedules, 

3 , Staff Boaition ; The proposal appears to be sound aw! 
is 1 b assordaxxce wltti Xgeoooy poHey pertaining to ncsistandard 
work schedules. The DD/SisT is not asking for an increase in 
seills^ to cover the establishment of the new positions involved. 

The eStabllshBBnt of the positions may result in a alight liwriaaf: 
in the Directorate average grade, 

4. aseiEWBW^tlcm i I recamaeiBl that yew approve tto estidsllslt- 
ment of the ische&iles as reflected in Attachment A. 


/s/ John F. Blake 

John F, ELake 
Director of Personnel 


Att 

APmOVED 







•i CT’O 

Daie 


DISAHROVED : ^ 

Date 


Distribution; 

Qrlg - Adse (Return to D/Pers) 
2 « DD/tes 
2 - D/lers 

1 - OP/BKD 

2 - DD/S&T 


op/imcd{ 


krg 


(30 Aug 73 ) 
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DD/S5T-2565-73 
22 August 1973 


MEMORANDUM FOR: Deputy Director for Management and Services 
THROUGH: Director of Personnel 

SUBJECT: Request for Approval of a Nonstandard Basic Workweek 

for the DD/S§T Coii?)onent in the CIA Operations Center 


1. This memorandum contains a request for the approval of the 

Deputy Director for Management and Services of a nonstandard basic 
workweek for the DD/S§T component in the CIA Operations Center. It is 
submitted in conpliance with i I as revised on 24 May 1973. The 25X1 A 

specific request is contained in paragraph 5. 

2. In conjunction with the expanded role of the CIA Operations 
Center, the DD/S§T has assigned duty officers there to monitor Agency 
activities of interest to the Directorate. We are attempting to begin 

a 24-hour operation with the first pay period in September. The initial 
complement will consist of two GS-14’s, one GS-13, and one GS-12. These 
officers will be working nominal 12 -hour shifts patterned after those 
used in the EMSAC Operations Center. A sample schedule is attached. 

(Attachment A.) 

3. You will recall that the revised ] [ (Attachment B) is a 25X1 A 

direct result of the FMSAC schedule which was started experimentally 

in March 1971 and has since been adopted as standard. Although initially 
there is to be only one man per shift, the reasons for selecting the 
12-hour schedule are generally the same as those used by FMSAC. "niese 
were presented in a memorandum of 21 December 1971 (Executive Registry 
No. 71-6416- -Attachment C) from the Director of Personnel to the 
Executive Director-Comptroller, An additional reason for selecting 
this schedule is that FMSAC works with the largest data base accessible 
to our Operations Center conqjonent and we want to work out a regular 
team relationship betv\reen the personnel in these two centers . This 
will help to make the efforts of the two centers complementary rather 
than duplicative. 


SECRET Cl by 170374 

IMPDET 
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SUBJECT: Request for Approval of a Nonstandard Basic Workweek for the 
DD/S^T Component in the CIA Operations Center 


4. As an interim measure, because of the short timeframe involved, 
we propose to use the same guidelines passed to FMSAC for preparation 

of Time and Attendance reports. These were given to FMSAC in memorandimi 
form on 25 April 1972 by the Chief of the Domestic Payroll Operations 
Branch. (Attachment D.) 

5. Because of the numerous advantages offered, it is requested 
that approval be granted for a 12 -hour shift schedule for the DD/S§T 
component assigned to the CIA Operations Center, 


25X1 A 


Carl E. Duckett 
« Deputy Director 
for 

Science and Technology 


Attachments : 

As stated above 

CONCURRENCE; 


Director of Personnel 


Date 


APPROVAL: 


Deputy Director for Management § Support Date 
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□ HOURS OF WORK. The circpmastances under 'which the Agency carries 
ome of the most Important and' critical aspects of work are in large 
measure conditions over which the Agency has no control. They are dictated 
by the course of world events, the needs of the policymakers of the Government, 
and other circumstances which are not predictable. It is impossible to accomplish . 
the intelligence mission successfully with a rigid, prearranged work schedule. On 
■ the contrary. Agency personnel must be fleidble in their work habits and work 
schedules in order to take advantage of collection opportunities,.to meet deadlines, 
and to produce national Intelligence in a timely manner. 


ra. WORKWEEK AND WORK SCHEDULES 



(1) STANDARD BASIC WORKWEEK . , . ... 

' ' ■ ' (a) Operating Officials and Heads' of Independent Offices will schedule 
basic workweeks for components under, their Jurisdictions in accord- 
; ; : ance •with the following standards: . . ^ • 

(I) Duty hours are scheduled in advance and cover a p^erlod of not 
less than one weekr 

-• (2) The basic 40-hour workweek consists of five consecutive duty days, 
normally Monday through Friday. 

(3) The working hours in each day in the basic workweek are the same. 

(4) The basic nonovertime workday does not exceed eight hours, 

(5) The occurrence of holidays does not affect the designation of the 
• basic workweek. 

(6) Breaks in excess of one hour are not scheduled in any basic work- 

. ■ day.' . ■ - , ' , 

^ (b) Normally basic workweeks will be scheduled from 8:00 am. to 4:30 pm., 

• 8:30 am. to 5:00 pm., or 9:00 am. to 5:30 pm. Monday through Friday. 

One-half hour is allowed for Imch. When necessary to carry out the 
■ 'missions of their components, Operating Officials and Heads of Inde- 
. r pendent Offices may schedule basic workweeks with hours different 

from those prescribed above as long as they meet the standards given 
■: in subparagraph (a) immediately above. ■ 

(2) NONSTANDARD BASIC WORKWEEK, In exceptional circumstances and 
when advantageous to operations which are staffed on a 24-hour basis, 
the Deputy Director for Management and Services may approve work 

; : schedules that differ from the standards In subparagraph (l)(a) above 
as long as the scheduled work hours equal 80 In a two-week pay period. 
Proposals for such nonstandard work schedxdes should be forwarded for 
approval to the Deputy Director for Management and Services, through 
the Director- of Personnel for his review, and have the concurrence of the 
' Deputy Director concerned. The Deputy Director for Management and 
Services; when approving nonstandard work schedules, will also prescribe 
guidelines for accounting for leave, overtime, holiday and Sunday pay, 
■’ and night differential 

(3) WORK SCHEDULES FOB INDIVIDUALS. Operating Officials and Heads 
of Independent Offices may arrange work schedules for individuals which 
differ from, the basic workweeks of their components as necessary either 
(a) to carry out the missions of those components, or 

-^Revised: 24 May 1973 (744) 

AHKHNISTRATTVE — INTERNAL 
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ATTACHNENT C 




n^^rorAvItDljTi non* KKaoutivo Director-Comptroller 


OvIUTOT, 


j Eon-Stemdard Work , Scbedulee 




■.-/yr"- "!., 'laiic mcmortindma Buhnite a reccnmeiiaatioa. for yotir approval. Gxicii - 
rccwtunendatloa ia contained in pora/prapn il. : -- 

• 2v' 71 t? Office of rorconnol has completed a ecriea of otudica to * 

detcraine tho parcuaetcra within. tAiIcIx the Acency rdcht occcasaodata non- : * 
atendard vrarlc-redc nxranGementa which aro considered to bo operationally 
edvontoscorus to the alcaiono of the Acoacy coaponenta involved. 

---’^'y'" 3 > OTao ntudioa ' included roviawo of propootilo advanced by the Forclga 
Mioaiic and Gpoco Anolyaia Center, the Offico of ELUTf and the Control 
liefer cuco Gorvica to acL;J\xot current 24-hour shifts to non-otandard v/orkwcelis* 
Included alco wna tho propoaol 6ubn\ittcd on 1 Saptcaaber 1S)71 by the ?hnf!.{>c.'3cnt 
A-dviooiy Group for the adoption of thrae-doy worlcweaka in the Headquartora 
computer centora. - 

It. Ihcflo propooEkla cited stxons benefit n •which trould encr'uc if 
non-Btandord'M'orlcweclc arrangement a in eiccaption to curraert Agency rigUiAtions 
wora adopted. Gome of these benefits aro; i- 

a. Continuity of Operations . In the caae of H'JAC, th:! most 
c ignif leant bonof it in eGtdbliahtng a basic 12-liovir rotpilcx' '.--rlt shift 
. ■ i is that gil mcribaro of tha working 'teruns can interact x»-ith the rccA’lnje 
^ - v-vork force in H'jGAC for periods up to four hours eo,ca of their -t.-orking 

’ ' chlxta, Ihia interaction is deemed critical to establisliiivent of truly . 

coapstent BI3AC analyses of foreign raisollQ and opoco actl'/itics on a. 

' a^h-hotir-^ Hao "normal*' tlxree shifts of cicht hours each 

clearly deaOnstratod that iMividiwOe working the mlcTnigiit to 
8:00 a.a. shift lade contacts and analytic interchanges -with the total 

of K'SAC, and suffer thereby. 

' b. ManpdTOr Gavings. In cartaln instances cavings in total 

necessary to man 24-hour shifts could be aeccmpliahcd by the 
- adoption of the t'^^o-shlft, 12-hour-a-day arrangoment. FI-SAC, for 

example 5 wxuld be able to eliminate at Inast one slot if cuch a ■Kork 
cched-ule wero adopted. 

c , Overt fne Savingi;. In manning a schedulo that calls for fb^-hour 
■operations six or seven days a vedc, overtime, por-ticulorly within 
current coiling Dlmltationa, becemes a significant factor. By adjusting 
Worlu-rcok Gchcdulas to regularly scheduled 3-2-hmir'-a-d2y shifts withaurt- 
. overtime, payment for. Ovcrtiiac i.-ork on. Saturdays a:id Sxind 2 ys can. b-a 
- eon-rldaysbiy. reduced car eliminated altogether. For example, under -tha .• 
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\ )ri’or<:.-:cl for^Ttiracd by CBS, four tooies vorking ona throo-day TOrIr.;coIz of 
\i;2-licur chiftio ond a. second, worlrircek. of throc-doy, 12-honr shifts pliis 
clcht-hour shift on Sundey could cccoaplich its lalasioit of totcQ. 
c^crcGo Tdthout any overt imo ^^dthln au 80-hotir poy period ► 

. d> Increased Product ivlt:/-. factor would he especially 

■ cicnificont i'or.tho AGcncy’o computer . centers * . typically, in such 

coutci's, <i worker mrty spend up to 45 lainutcs after his arrival on the - 
jjob in proparins for his day’s work.. -At tho ond of his shift ha noy 

to 30 xninutoa preparing to cloco down for the doy. In a fivo- 
• ^ this may represent- a... "loss”; of six hours and. 15 minatea per 

. ■ cmployco.^^^^^^ : . 1 ^ n. three-day TOrkweek this loss represents only three hours 
■ .'/■-.-' mid 45 miiiutc 3 »-.’l-^. ;l- , v '-'i--- ■ ; 


o* ' Rockietion of Ennloyee Turnover, Ilia adoption of tvra rcc7iler3y. 

12 -hour wrk shifts in place of the currant three regularly - 
scheduled eii^t-hour -^vork shifts T;cruld cllminato tho graveyord chift 
■ , r'iihlch. is 'a constant oourca of personnel problems. It is anticipated 
the adoption of a non-stand ord ^rorlcwcelc of basically threo doyo 
plus a f oxurbh oi^t-liour dsy wuld oring about a reduction in caplcyeo 
• turnover, would enhance recruitment efforts and would increase tho- 
quality .of personnel onboard. . . • . - 

5 - lua Office of Pcrcooncl s-tudios took into consideration tha legal 
end medical aspects of stich non-Gtondcird vrork schedules os veil as tho 
administrative problems attendant upon accurats reporting and accounting 
procedures covering hours of work. 

' . - - ‘ ' - ji ■ • * • 

6 . In terms of ihe^legol aspects, the Office of Cenorol Ccuncel has V 
token the position that tho Agency can eatohlish its o-jm work cchodoa.<2.c, but 
It has strongly urged that TiTO change our Hegulations to 'conform T/itb ^diat v/e- - 

■ are doing. ; , 

7. Iho Director, of Medical' Services has stated that while ho cctild not- 
sny categorically that such irregular schedules -frould be harmful, a 12 -hour 
workday v-ould tend -to dscrcosa an employee’s effectivenosa in a situa-^;ioa 
whore power of ohaervatioa, manual do:ctc2rity and physical prowess -j/cre 
Jjivolvcd. The Director of Medicol Services said that such srraag<m.eats would 

.call for close supervln ion involving a careful look at productivity. 

8 . Discussions with tha Offices of Computer Services and I'inr.ivc 
indicated that any chongo In tho 80 -ho\ur period of occovmtchility for pry 
and leave purposes would peso very real difficulties. At this time it"^-;/cruia 
bo newt to impossible .to handle the computer programming nocessary to 
cGtablich any baaic trork Scliedula other than on 80 -hour poy period within 
tho thna llaltation for implementation of tha now firLoccial reporting cystcaa. 
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' y. O.Cflcc of Icrconnol cty'Ticn conclurlcd that It v.-ould b- f aaiblo 
to ootr.b 3 „*:th oon-;:taaaai:d vork cchccln.I«a for sH-liour operations, corfTo.rroia- 
to olic tC-noi»r acccutitnbJ..'Llty poriotl, Khen cuch schedules VC 17 ' clc’’*'*'/' 
provide operational benefits to tbs P-zoiir^'fl The studleo also conclude i that' 
the Depity Director foi' Support is -in the heat position to reviov prorosala 
ror nou-D,.sxjdard. ,’t,orkvreci,o froci an Acjcucjr viev^point and to appraise tna 
financial, pcrcomiol and rcedicnl factors, involved, r ' - , 

10.. Requestn. for Irrcc^aar wrlc Echcdulea for"24-hour shifts -^roald be ' 
b- c victmtl on an. individuai. basis prior to. submission to tho Dcputjr Director 
for fhtpiKJrt. pHocli rcvlCTrTOxad determine^ appropriate accoxintlns. 
procedures for leave and pay purposes. ■- • ' . 

Is expected that the followins guidelinsa n^uld prevail la tbs 
dateminatlon of ‘leave and poy accounticcj . - , ‘ 

- n. iiaployoss ht the GS-ll and below level would bo- paid 
overtime for -work in excess of CO hours in a two-wodc, 60-hour pay 
.period. , f'..' -■ . . 

, b. Ilnployoes GS**12 througii G3— li> may receive ovortlmo payments 
: , for directed overtime worked in excess of 96 hours in a two-veek, 
80-hoitr pay period. 

c. Bnployees entitled to Sunday, holidey or nlelat diffarential 
pay T,-ould receive such pay, when appropriate, for hours triced not 
in excess of 12 within a regularly sclaeduled workday, 

d. Annual and nick leave would bo charged according to leave 
talccn against the employee’s established work schedule. 


o» Othen^isa tho proviclons of 


mid wrouia pertain to the irragtilar wnirk fiChCdules, 


•vrould remain 'unchan5;ed25Xi A 


25X1 A 


11. I t is recommended t 
Regulation 


^t the.follovdns change to Headquarters ■ 

• Hours of Work, ILcavo, and Ihy, be approved : 


■ *‘ln oxceptional circuastonces end when advantageous to operations 


fo.r 


which ore staffed on a 24-hour basis, the Depu^ Director 
may approre work schedules which deviate from tha above standard 
long as the scheduled work hours ctpial 80 in a tw-o-weclt, OO-hemr 
per led. Proposals for such Irregular work schedulea should bo 
fon/pu’dad to the Deputy Dirccto.r for Support tlrrougli tho D.lrnr.tr 
Pcrr.onnel with the concurrence of tho Deputy Director conyei'u . 
Deputy Dlroctor for Support, vhen approving noa-stwiclard wor'e r-:. 
shou.1 also preocriba guidelines for accounting for leave, o'/ortl 
holidoy and Suadoy pay, and night differential.” 


.pport 
pciy 

f * ^ 




' • ' ' ’ ■ y‘'y'y jriahos^ ■ 

. • ' Kerry B.’ Picher 

.Director of . Personnel 
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25,April 1972 



MESiOEAlIDUM FOR: Administrative Officer/Time and 

, Foreign. 14issile and Space Analysis Center 
SUBJECT ■ t Preparation of Time and Attendance Reports 



1. Based on yonr approved, request for irregular work schedules, 
attached are specific instructions for the preparation of Tike ^d 
Attendance Reports when recording non-standard work weeks- It is 
hoped that the attached td-U assist you in the preparation of 

these reports- ;. .. 

2. If you have any questions concerning the proper completion 
of Time and Attendance Reports, please contact Compensation and 
Tax Division, .Office of Finance. 


Attachment : 
As stated 


. ■ Chief — •; 

Domestic Payroll Operations Branch 


■:'y25X^A 




AppVnv/pH For Rp|pas^fl9/n .^M * a^lA-ffRl^a.m«0D4raQQp^)|^^^ 

1 . Attaches ai-e 8 completed T 3 A cards illustrating the listed rspzpsent- 

ative situatichs that a TIA Clerk might be involved wUH When the 

scheduled tour of .duty is Thursday, Friday, Saturday - midnight - noo: 
and Sunday eveiy other week -• midnight - 8 a.m. This dissertation an, 
. .. attachments have been prepared to assist the ISA clerk involved. 

. the regulations set forth in IE . 20-29 Involve 

the scheduling Of la-hour days, ; ■ •. . - . ^ ' 

2 thi^ S, you' wm observe that the ‘ 

I V guide lines apDl y (card no. 1 reflects 

no leave^ no overtime-)-: . ' 

rrils%??Mn^ro-“''“°2 scheduled tour of duty that ' 

^ falls within 6 p.m. - 6 a.m. If employee has less than 8 hours 
during the period .(see card no. 2)-; — ^ — 

portion of re'gularly scheduled tour of duty that 

^ if ^"-Pl^yee has 8 or taore houJs Jeave 

. during the pay period (see card no. .3). —= — — — ir-.Z.™ 

for directed O/t. in excess . of 16. hours in a pay period 
(Grades 12^- 14 ) if the overtime falls within a-uother regularly 

dStipf.t- employee is assigned to pe^fo^ 

f normally performed by the regilar work force of 

s^ch^K/D is re^Cef : 

' the hours of any 12-hour regularly 

■ . scheduled workday which falls on a holiday and is Sork-d h- the 
employee (see card no. 5). . "orx^a pj the 

e. No leave charp is made for any of the hours of a 12 -hour* -ecnilarl 
employee (see card no. 6). 

f. If holi'^ay falls on nonscheduled workday, the prec^d-frg s.-he'iui^d 
. workday becomes the employee's holiday (^ee ca?d 1 g“ 
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1, No leave; no overtime 

■ / ■ . - ■ ■•••-'. ' . ■ ■ ' . ■ 

, ^2. / Leave - ^ ^ ■. 

■ less' than . 8 hours including somS during ^ID Time 

>■ ;3* -Leave; - - , : ^ 

. ■ 8 hours or more including some during ND Time 

'■■'V’X 'if. - Mrec - • -'v' -jv 



Grade'; 12 -.'lli-'v;- ^ 



■;}5. 

' Holiday y- ' \ 



: - : •• 

' vorkday - worked ' 


■ ^ : 

. 6. 

Holiday - . 




on workday - taken 


. - - ■ • . 

7. 

Holiday - 



. • 

on nonworkday - Monday 

- worked 

on preceding Sunday 

■ 8. 

Holiday - 




on nonworkday - Monday 

- worked 

on preceding Saturday 
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